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FOREWORD 


The handbook you now hold in your hand is a practical one--a 
timesaver for the Learning Resources Center patron. It has been 
assembled principally with the technical institute student and 
the community patron in mind. For these, it can serve several 
uses--as a ready reference manual of useful Learning Resources 
Ceuter information, as an introductory guide to the Roanoke-Chowan 
Technical Institute, or simply as an "ABC of ‘telling all' about 
the Roanoke-Chowan Technical Institute Learning Resources Center." 


The Learning Resources Center represents a storehouse of 
knowledge. Book and non-book materials related to the vocational 
programs offered at RCTI are housed in the Learning Resources 
Center. 


As a student, you are preparing for your chosen vocation. 
The Learning Resources Center exists for you, the faculty, and 
the community. The librarian will help you to become aware of 
immediate benefits and current knowledge in your chosen vocation. 


Treat the library materials as a bee 
does a flower, 

Extract the sweetness but do 
not harm it. 
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OBJECTIVES .OF THE LIBRARY PROGRAM 


+ To acquire books, films, filmstrips, recordings, transparencies, 
and periodicals in line with the demands of the curriculum and the 


needs of the students 


* To guide students in their choice of related matertals for 


their chosen vocations 
‘ To encourage the habit of individual research 


+ To develop in students skill and resourcefulness in their use 


of instructional media 


‘ To help students establish a wide range of significant interests 


pertaining to their chosen vocations 


* To encourage life long education through the continuous use of 


instructional materials 


- To work cooperatively and constructively with the instructional 


and administrative staff of the institute 
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LIBRARY STAFF 


Elizabeth S. Bowser Director of Learning Resource Center 
Peggy Lefler Librarian 

Estelle H. Ashe Library Clerk 

J. Tom Hedspeth Media Specialist 


Student Assistants 


The library staff will be happy to help you in every way 
possibie. lways ask for assistance whenever you need help. 
it is the earnest desire of the staff to help you enjoy the 
library and utilize its resources. 


LIBRARY HOURS 
Monday ~- Thursday 8:00 A.M. 92305) Ms 


Friday 8:00 A.M. 4:00 Pam 


The library is not open on Saturday or Sunday or school 
holidays. 


Any changes in the above hours will be posted in advance. 


LIBRARY CARDS 


All students who are enrolled at the institute should fill out 
a library card. This card entitles the owner to borrow materials 


from the library. Ask for a library card at the circulation desk. 
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CIRCULATION POLICIES 


Any student registered at RCTI is entitled to borrow books 
and other media from the library. 

All students who are enrolled at the institute shauld fill 
out a library card entitling him to borrow materials from the 
library. Ask for a library card at the circulation desk. When 
you wish to borrow books, pamphlets, magazines, or tape, present 
the material and your library card at the circulation desk. The 
librarian or library aide will charge the material out. 

All books and materials should be placed on the circulation 
desk when returned. 

Books in the general collection may be checked out for two 
weeks and may be renewed for an additional two weeks if no request 
has been made for the book. 

Reserve books or materials are checked out for use in the 
library during the day. Begiming at 7:30 p.m., these materials 
may be checked out for overnight use and must be returned by 9? a.m. 
the following day. Reserve books may be limited to use in the 
library only by faculty request. Reserve materials may be 
requested at the circulation desk and returned to it. 

The Reference Collection consists of encyclopedias, almanacs, 
dictionaries, periodical indexes, bound neriodicals, atlases, 
specialized reference works and bibliographies. Upon special 


request, these books may circulate overnight. 
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CURCULATION POLICIES, CON'T. 


Unbound magazines, pamphlets, tapes, records. and art prints 
are loaned for a period of one week and are checked cut at the 


circulation desk anytime during the regular library hours. 


OVERDUE AND FINES 

The date stamped on the date due slip in the book or other 
media indicates the date the material is due back in the library. 
Keeping a careful check of this will prevent having to pay fines. 

Each borrower is expected to respect the rights of others. 
Sometimes another borrower is waiting to use the books that you 
have checked out. Any material that is not returned to the library 
at the time it is due will be deciared overdue and fines will be 
charged in accordance with the following schedule. 

However, the fines will not compensate for the inconvenience 
caused others by not having the opportunity to use the materials. 
Therefore, please return all media on ehh save your money; and 
save us the trouble of collecting fines. 

FINES: Books in general collection: 5e per day, excluding 
Saturday & Sunday 


Overnight reserve books: 15¢ first hour 
; 5¢ each additional hour 
or any part of an hour. 
This includes all hours 
the library is open. 


Magazines, pamphlets, tapes, 
records, art prints: 5¢ per day 
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FINES, CON'T. 


Fines should be paid when the material is returned or as 
soon as possible thereafter. 

Overdue notices will be sent twice a month--on the first and 
fifteenth, or as soon as possible thereafter. All books, media, 
and fines are due prior to the end of each quarter. If your library 
record is not clear, a notice of such information will be sent to 
the Registrar and attached to your record. This will hinder future 


registration at RCTI and the opportunity to receive transcripts. 


LOST AND DAMAGED MATERTALS 


Lost materials should be reported promptly to a member of the 
library staff to prevent accumulation of fines. Fines are not 
charged after the logs is reported. If the materials are not 
located, the borrower is expected to pay the current price for 
replacement. 

When materials are damage’ enough to make it of no use to 
the library, the student can expect to pay full replacement charges 


as though the media were lost. 


INTER-LIBRARY LOAN 
If you need a book and we do not have it in our collection, 
we will try to borrow it for you through inter-library loan. See 


the librarian when you request an inter-library loan. 
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CONDUCT 


Consideration for other students is expected at all times in 
all areas. The library is a place of study. Thus, conversation 
should be limited and kept in a low tone throughout the library at 
all times. 

Students are expected to leave their study area in neat 
order~~chairs in place, books returned to shelves, and scrap paper 


deposited in waste baskets. 
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CLASSIFICATION OF BOOKS 


The Roanoke-Chowan Technical Institute Library uses the 
Dewey Decimal System of Classification. 

The Dewey Decimal System of Classification divides the books 
in the library into ten classes according to the subjects of the 
books. Each subject is given a number. For example, all books 
about technology are given a number between 600 and 699. If you 
will become thoroughly acquainted with these ten main classes, 


it will help you in becoming an independent user of the library. 


000 - 099 Generalities 

100 - 199 Philosophy 

200 - 299 Religion 

300 - 399 Social Sciences 

400 - 499 Language 

500 ~ 599 Pure Sciences 

600 - 699 Technology (Applied Sciences) 
700 - 799 The Arts 

800 - 899 Literature 

900 - 999 History 


(Geography, Travel, Biography) 
After the books have been classified, they are arranged on 
the shelves in numerical order from left to right with the 


small numbers coming first. 
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DEWEY DECIMAL CLASSIFICATION 


(Showing most of the d{visions) 


000 Generalities 600 Technology (Applied sciences) 
020 Library science 610 Medical sciences 

030 General encyclopedias 620 Engineering 

070 Newspapers & Journalism 630 Agriculture 

640 Home economics 

100 Philosophy 650 Business 

150 Psychology 660 Chemical technology 

170 Ethics 670 Manufactures 

190 Modern philosophy 680 Assembled & final products 


690 Buidlings 
200 Religion 


220 Bible 700 The arts 
290 Other religions 710 Civic & landscape art 
720 Architecture 
300 Social sciences 730 Sculpture 
310 Statistics 740 Drawing 
320 Political science ps0 eParnting 
330 Economics 760 Graphic arts 
340 Law 770 Photography 
350 Public administration 780 Music 
360 Welfare 790 Recreation 
370 Education 
380 Commerce 800 Literature 
390 Customs & folklore 810 American literature 
820 English literature 
400 Language 830 Germanic literature 
410 Linguistics 840 French literature 
420 English 850 Italian literature 
430 Germanic languages 860 Spanish & Portuguese literature 
440 French 870 Italic literature (Latin) 
450 Italian 880 Classical & Greek literature 
460 Spanish & Portuguese 890 Literatures of other languages 
470 Italic languages (Latin) 
480 Classical & Greek 900 Geography and history 
490 Other languages 910 Geography 
920 Biography 
500 Pure sciences 930 History of ancient world 
510 Mathematics 940 History of modern Europe 
520 Astronomy 950 History of modern Asia 
530 Physics 960 History of modern Africa 
540 Chemistry 970 History of North America 
550 Earth sciences 980 History of South America 
560 Paleontology 990 History of rest of world 


570 Anthropology and biology 
580 Botanical sciences 
590 Zoological sciences 
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CALL NUMBER OF A BOOK 


The call number indicates the subject and exact location of 
the book in the collection. ‘it is a combination of numbers and 
letters that identify that particular book. The call number is 
found on the spine of the book and on the upper left-hand corner 


of the cards in the card catalog. 


621.3004 This is the classification number for the book 
K Electrical Drafting by Stanley E. Kocher. 


621. 3004 is the Dewey classification 
K is the first letter of the author's 
surname or the author symbol 


F This the classification number for the book, 
S Love Story by Erich W. Segal. 

i indicates a fiction book located in the 

fiction section 

Ss is the first letter of the author's surname 
i This is the classification number for Readings 
158.2 in Human Relations by Keith Davis. 
D 

P indicates a book in the Professional collection 

158.2 is the Dewey classification 

D is the first letter of the author's surname 
R This is the classification number for Mathematics 
510.3 Dictionary by Glenn James. 
J 

R indicates a reference book located in the 


Reference Section. 
510.3 is the Dewey classification 
J is the first letter of the author's surname 
FS ina classification number identifies a filmstrip. 
SE in the number indicates a slide. 


TR in a classification number is a transparency. 


Cards for materials other than books are color banded. 
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USING THE CARD CATALOG 


The most important aid in the use of the Learning Resources 
Center is the card catalog. [It serves the same purpose in 
locating books in a library that the index serves in locating 
materials in a book. The card catalog is the index to all the 
books in the Learning Resources Center. Since the cards in the 
catalog are arranged alphabetically, the catalog may be consulted 
with the same ease as an index, the telephone directory, or a 
dictionary. 

The card catalog tells you whether the Learning Resources 
Center has certain materials and what materials the Learning 


Resources Center has on certain subjects. 
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KINDS OF CARDS 


Since the card catalog shows whether the Learning Resources 
Center has a particular book or books by a certain author, or books 
on a special subject, we can expect to find three important kinds 
of cards in the catalog: title, author, and subject cards. 

The card catalog at Roanoke-Chowan Technical Institute has been 
divided into three separate sections. The three sections are the 
author catalog, the title catalog, and the subject catalog. In 


each section, the cards are arranged alphabetically. 


Title Cards 


Suppose someone told you that Love is Just a Word is a good 
book for young adults and that Electrical Drafting is a book that 
all drafting students should read. You want to borrow them, but 
do not know the author's names or where to find the books. Your 
card catalog has title cards for them, such as those shown in the 
following examples, so you simply look for the titles in the 


alphabetical places in the title catalog. 
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AN EXAMPLE 

















A Love is just a word 
B Simuel, Johnnes Mario 
A nat nn nro, Electrical drafting 
621.30 
B a Kocher, Stanley 189 t- 
D ! ll Sleetrical dvafting; by Stanley EE, Kocher... Scranton, 
C - Pa., International textbook company 1059, 


~ 


' illus., dingrs. (part fold.) fold. form, TO{ cm. fin- 
ternationind texthook cormpugy, Bluebooks, N4#76) 





[a aeemanenaneeeeeeiamemmememmnnaiael 


Four of the folded diagrams laid in. 


F eee a 





ate Perec yew ery 


1. Electric machinery--Drawing. 2. Electric wiring—Diagrians. 
b Title, 


TK4ASLNG 621.3001 09---20257 


Library of Congress 41f2; 
oe ee Pes pe eae. at 


ankeerengneent settienete est ony dew eae rreeeine neem - —— 


A -- Title of the book. Notice that titles on catalog cards 
are not capitalized as they are elsewhere. Don't let 
this confuse you. 

B -- Author's name. On some cards the dates of the author's 
birth and death are given. 

C -- Call number. When no call number is given, the book is, 
of course, on the fiction shelves. 

D -- Title repeated; subtitle if there is one; publisher and 
date of publication. 

E -- Number of pages in the book (illus. if {llustrated). 

F -- Additional information. This is usually found only on 
printed cards; it is very helpful in book selection. 

G -- This information is intended for use by the librarian. 
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AUTHOR CARD 


Suppose you want Irving Stone's novel about Michela 


; : t 4 angelo, 
but you are not sure of the title. Then you use the catsloe 
to locate the author--Stone--and under his name vou will find 
the title of the book. Or if you want a book of Robert Frost's 
poems, you would look under his name in the catalog and would 
very likely find several cards, each Listing one of his books. 





g 
100 | favorite at wee ior be readers; with 
avings by Thomas W. Nason. Holt 1959 

| 






An anthology of the besi loved poems of Roberi ee vamplled te 

introduce youtiesters to this reat modern poet and io inepire them to 

thik for themselves.” Be Buyer's Guide 
Index of tities: 193-94 












S Stone, Irving 
wo the agony and the ecsiasy 
\Doubleda ay 1561 









italy, Michela: nigely ame: 
tis courage and independen 
faraily, and his compicte identification with his many-sided genius. 


In this fetional biography, set against the hackground of Rensiszance 
his strangé and ditneult personality, 
hie Ifeiong siavery to his demanding 





sae ae was his ah but, tates with necessity, be arp himsetf 








i a {ee tiFPiction ¢ Tile Fic 
61 WV 10,207 i (W) The H.W. Witson Company 


A -~ Author, and sometimes dates of birth and death. 
B -~ Title and sometimes subtitle: name of illustrator and/or 


editor; pate dS and date of publication, 
C =~ Call number 


D -= Number of pagea’ 


; a novel of Michelangelo. 
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SUBJECT CARDS 


Suppose you want books about baby sitters or a subject 
such as electronics, but you know no titles or authors. You 
would look up those subjects and would find several or many 
cards filed together under each heading. 





_ “An illustrated explanation of what electronics is and which describes 
its role in industry, scientific research, and our daily lives.” McClurg. 
Book News 
Partial contents: Members of the electronics team; The hot cathode 
tube and radio; The phototuhe and television; Atom smashers and elec- 
tronic brains; The transistor, old-timer and newcomer 
A BABY SITTERS 
PRE FLEE LE IEA, 
67 | Lowndes, Marion 
e es ___A manual for baby sitters, Rev. ed. Little 1961 
bicstacad ae | 


First published 1949. The 1961 edition has been revised to take into 
account advances in baby care : 

"Describes how to car. for babies and young children, up to the age 
of eight and nine, both indoors and out. Includes a reference section which 
suggests books to read aloud; games for all ages; and simple meals and 
how to cook ther.” Book Rev Digest 


1 Baby sitters 2 Children—Care and hygiene 3 Sen beer Se 
ment t Title 9 


61W11,813 (2) (W) The B. W, Wilson Company 


A -- Subject heading. In most catalogs this is in red. 
Some libraries use all capitals or heavy type instead 
of red ink. The author card for a book by Herman 
Melville would have the name Melville in black letters 
on the first line. The subject card for a book about 
him would have the name in red letters on the first line. 


B -- Author. 
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CROSS REFERENCE CARDS 


Since it is impossible to have cards in the card catalog 
under every synonym of a given subject, cross reference cards 


are used to lead one to the subject of interest. 


There are two kinds of cross reference cards-~-"see" and 


" reference is often used to direct a 


"see also." The "see 
reader from a well-known pseudonym to the person's real name. 


For example, "0. Henry, Pseud." "see'' "Porter, William Sidney." 


"See also" cards follow all other cards on a given subject. 
This card refers you from the subject to one or more related 


subjects under which additional information may be found. 
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AUDIOVISUAL MEDIA 
CLASSIFIED AUDIOVISUAL MEDIA 
The audiovisual media are classified by the Numerical 
Method. Items within each type of media are assigned 
consecutive numbers in the order processes. The name of the 


medium is placed above the number to complete the call number. 


TITLE CARD 
The title card is the main entry. The call number, title, 
producer, copyright date, collation, and other pertinent informa 


are included on the title card. 


AN EXAMPLE 





A Dictating and transcribing machines. oc te 
B 7 Lor Visual Education 19 23 tre econ 


ntroduction to business machines) 


1 Business Machines 2 Office machines 


~~ Title of filmstrip 

-- Call number 

-- Producer and copyright date 

-~ Collation (Physical description of materials) 
-~- Series . 

-- Added entry (Subject card) 
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SUBJECT CARD 


A subject card is a duplicete of the title card with the 
subject printed in black upper case letters above the first line 
on the card. Several subject and other added entry cards such 
as significant artists, performing artists, analytics and series 


may be needed for one item. 


AN EXAMPLE 










353 BUSINESS. MACHINES 







Dictating 





and transcribin 


cation 1971.1 3 


Introduction to business mac 








Business machines 2 Office machines 


-~- Subject heading 

~~ TEL enor tnstrip 

Call number : 
~- Producer and copyright date 


~- Collation (Physical description of materials) 
~- Series 


A 
B 
C -< 
D 
E 
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PERIODICALS AND PERIODICALS INDEXES 


VALUE OF MAGAZINES 

A first-hand acquaintance with good magazines is absolutely 
necessary for the person who wants to be up to the minute. 

Magazines provide a very important kind of reading, for they contain 
articles on science, history, literature, and news set forth in an 
entertaining and concise manner. They also contain the latest 
stories and poems. Their greatest advantages are their up-to- 
dateness, their diversified viewpoint, and their fund of material 
which has never been published in books. They often contain material 
not found elsewhere and are therefore invaluable as reference 
material. Newspapers, too, contain current news and articles of all 
kinds, but they are so hastily put together that they cannot be 
considered as accurate or as authoritative as weekly or monthly 
magazines, and in general they are not so well written. 

The Learning Resources Center subscribes to approximately 200 
periodicals and maintains back issues in bound volumes. The 
periodicals collection includes magazines, journals, and newspapers 
selected by the faculty and librarians for leisure reading and to 
support and enrich the educational programs offered at Roanoke-Chowan 
Technical Institute. 

Current periodicals are arranged alphabetically by title on 
display shelves. These may be checked out for one week. 

Bound volumes of back issues of periodicals are shelved 


alphabetically by title in the Reference section of the library and 


are to be used in the library. 
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Unbound back issues of periodicals are shelved alphabetically 


by title. Ask the librarian for assistance in locating these. 


MAGAZINES INDEXES 

No matter how well one knows the general content of magazines, 
he can hardly use them as reference material without a means of 
finding particular articles quickly. This help is provided by 
magazine indexes. There are several indexes to periodicals. Many 
of these periodical indexes are special in that they cover certain 
subject areas. The library subscribes to the Education Index, 
Applied Science and Technology Index, Business Periodicals Index, 
Nursing Literature Index, and the Reader's Guide to Periodical 
Literature. These indexes cover the subject suggested by their 
title. 

The Reader's Guide to Periodical Literature is an index to 
over one hundred thirty periodicals of a general nature received 
by libraries. Entries are made by author, subject, and in the case 
of stories, by title algo. Ali entries are in one alphabet making 
it as easy to find an article on any one subject as to find a word 
in the dictionary. Cross references make certain the finding of 
all information on any subject. Maps, portraits, and illustrations 
are also noted. However, to save space, many words and titles of 
magazines are abbreviated. Each entry gives the necessary information 
for finding the articles; name of periodical, volume number, paging, 


and date. 
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Each of the special indexes is arranged and is very similar 


to the Reader's Guide. 


is 


It 


2] 


AN EXAMPLE OF A READER'S GUIDE ENTRY 





ECTRIC lamps 
Build a Spanish-Style lamp the easy way. 
4. Lackner. il Pop Mech 136:166-7 Q'‘ZI. 


CP ae 
ee 


Subject about which the article is written 

Title of the article 

Author of the article 

Name of the magazine in which it’‘appeared (Popular Mechanics) 


The volume number of the magazine. This ifs important 1f you 
want to find a magazine which is in a bound volume. 


The pages on which the article appears. 

The date of the magazine (October, 1971) 

This means the article is illustrated. If diagrams or maps 

or portraits accompany an article this is also indicated. 
After the name of the magazine, the information you will need 

always given in this order: Volume, page, month, day, year. 


might be helpful to learn this order. 
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